External Account Creation and Upload Instructions for the
File Collection System

Department of Audits and Accounts Portal

Cieale an Account
First Name

Fhone Nummber

Already Registerad?
Email

Emai Password
Re-Enier Email

SIGN IN ”
SIGN IN Manager Email

ord?
Forgot Password? Password

Re-Enter Password

CREATE AN ACCOUNT

To login, go to https://www.audits.ga.gov/auth . If you do not have an account, go to step 2 to create an
account. If you already have an account with the Department of Audits and Accounts, proceed to step
3.

Login and Creating an account instructions can be found at:

http://www.audits.ga.gov/Resources/External Account Creation and Login Instructions.pdf

Click your designated tile’s “Collection System” to enter that application.

Generic
Collection System




4. When you enter the Collection application, you will be taken to this screen.

Help  Exit

Verify Below
Generic Collection System
Entity Name:  Autits and Accounts, Department of

Vear: 2020(9] “This system s a sacure i the nd You

can anterthe system and upload 35 many fles 25 yesr When you srs rasdy p

s T S

My Uploaded Files DOAA Shared Files

0 files(s) uploaied by exlemal user 0 file(s) uploaded by DOAA Admin

Confinm Files and Compiete Submission

5. Please verify that you have selected the appropriate “Year” for your submission upload.
The “Status” will reflect whether you have, “Not started, Started or Completed” for the current year selected.

Verify Below

Entity Name: Audits and Accounts, Department of

Generic CollectionSystem

: 2020(v]

cantrum tumon 10 pcaet 6 P cpieat screar.

DOAA Shared Files

‘Cosfem Fies and Complete Submission

6. Click the “Upload File” to begin your upload request.

Help  Exit

Verity Below
Generic Collection System

Entity Name:  Audits and Accounts, Department of

Vear: 2020/ This system is a seoure ing you W the nd You

‘23 enter tne system and upload 35 many fles 35 yesr WWhnen you are ready p

Status:

My Upicaded Files. '1' Udoa’ File DOAA Shared Files

Voaded by external us¢

0 file(s) uploaded by DOAA Admin

Gonfinm Files and Compiete Submission



7. This screen will pop-up to allow you to identify, browse, and upload your file.

@ ety whstyou sre upioasin:

easy as

0006

&, Browse and find your file...

Or drag and drop in this area

@ veity e name is corecr: [ NG

8. Please make sure that you select the appropriate tag from the dropdown menu to identify the file you are
uploading.

Then select your file for upload and click “Upload” to finish or “Cancel” to exit this screen.

@ 1dentsty what you are uploading:
easy as

006

Or drag and drop in this area

@ verty e name is corecr: [N

9. Your files will now appear in the “My Uploaded Files” section.

Verify Below N
Generic Collection System b
Entity Name:  Auits and Accounts, Depariment of N R\
Year: 20195 This system is 3 secure fie ing v i 10the Depariment of Audits and ou
can enier tne system and upload 25 many fles a3 Neaded through outine couTse of  yaar. WWhen you are ready pisass cick the
Status: Started continuz button o proceed to fhe upload soresn.

Due Date:  07/012019

My Uploaded Files DOAA Shared Files

1 flesi(s) uploaded by extemal user
File Name Uploaded Uploaded
By Date

0 fle(e) uploaded by DOAA Admin

Steve Geddes 017142019

Confirm Files and Complete Submission



10. If you need to remove any files prior to confirming, you may click on the red “X” on the left side of the file for
removal.

Verify Below \
Generic Collection System x aN

Entity Name:  Audits and Accounts, Department of

= is system s a secure fis i . d s

Year: 2019 Thismln h Ch d i A
an enter e system and uplosd s many ks 25 nesded When you are eagy

o ST continuz buton to procezd to the upload sorean.

Due Date:  07/012019

——

1 files(s) uploaded by exiernal uss

File Name Uploaded Tags
Date

DOAA Shared Files

0 fle(e) uploaded by DOAA Admin

017142019

@ Agency User Fees FY2016.pdt

Confirm Files and Complete Submission

11. The “DOAA Shared Files” section will show you any files that have been uploaded from DOAA for your review.

Verify Below
Generic Collection System
Entity Name: Auits and Accounts, Depariment of

Year: 201937 This system is 2 sacure e a you b tothe You
can anter the system and upload a5 many fles s nesded When you are ready

Due Date:  07/01/2019

My Uploaded Files DOAA Shared Files.

4 flesfs) uploaded by exiemnal user 0 file(s) uploaded by DOAA Admin

File Name Uploaded Tags
Date

017142019

Agency Uses Fees FY2018 pdf

Confirm Files and Complete Submission

12. Once you have completed your submission, please click on “Confirm Files and Complete Submission”.

Help  Exit

Verify Below

Generic Collection System ‘

=
oy

Entity Name: Audits and Accounts, Department of

Year: (20193 “This system s a secure fle ansfer system the A You
‘can enter the system and upload. flesas year Wihen you are
Stafus: Staried coniinus button & procasd fo the upload screen.

Due Date: 07/012019

My Uploaded Files DOAA Shared Files

1 flesis) uploaded by external user 0 fie(s) uploaded by DOAA Admin
File Name. Uploaded Uploaded
By Date

Agency User Fees FY2016. Steve Gedden 0111412019

When finished, dlick the “Complete” button. Please be aware that
after you have clicked “Complete”, you will not be able to upload
any additional files

Confirm Files and Complete Submission



Verify Below

Generic Collection System
Entity Name:  Audits and Accounts, Department of

Year: 2019]v] This system is 2 ‘system allowing you iy A You

can enter fhe system and upload 2< ougt When you are ready|

s I e

Due Date: 070172019

My Uploaded Files

Message from webpage
0l (s) uploaded by DOAA Admin

o Ate you sure you want to complete the process?

Agency User Fees FY2016.pdf

Confim Files and Complete Submission

13. Once you have clicked “OK” your “Status” will now reflect “Completed” and no edits will be possible.

Help  Exi

Verify Below
Generic Collection System
Entity Name:  Audis and Accounts, Depariment of

Tris system is 2 secure fle 8 w the Accounts. You
‘can enter the aystem and uploa 23 many fiss 23 nesded through out the course of a year. When you are ready please click the
‘continue button to procees 1o the upload sereen

Year: 2019]v]

You have completed the process. I you need to reset the submission please cick ihe icon next the status on the left hand side.

My Uploaded Files DOAA Shared Files
1 files(s) uploaded by extemal user 0 file(s) upioaded by DOAA Admin

Uploaded
Date

Agency User Fees FY2016 paf o1farz013

14. * If you have clicked on “Confirm” in error, you may request a reset of your submission by clicking this icon-

There is no need to call us for this reset request as this will be processed systematically.

Verify Below . .
Generic Collection System
i Anging County Boand of Fducaion
Entity NamesSoniog Counts Bzl of Eobucalioy This isa ot 0y Iy
You have completed the process. Click here to reset the submission ‘and Accounts. You can enter the systam e as needed D——

process. ready please ik the continue button to prosed to the upload sereen

Completed

Due pate: 063012019

‘ou have completed the pro Pplease dlick the icon next to the status on the left hand side

My Upioaded Files DOAA Shared Fiies
1fles{(s) uploaded by exdemal user 0 e(s) uploaded by DOAA Admin

Uploaded Tags
Date

Aenda “December 5 B 012872019 Financial Statement




On the pop-up window, click “OK” to proceed with your reset.

Verfy Below | Generic Collection System

Entity Name: Appling Counly Board of Education
This new new avissome systam is 3 secura fle transfer systam aliowing you to safely transfer flas 10 the Depariment of Audits

Year: 2019[] ‘and Accounts. You can enter the system and upload as many fies as needed through out the course of a year. When you are

Completed

Due Date: 06/3012019

ready procesd iplo

Status:

(ORI LW Message from webpage tus on the left hand side.

You have requested to reopen the submission process in order
My Uploaded Files to make a change or uplaad more information, This will not
impact your current submitted files. Do you want to Continue?
Elick Ok 1a-Continug; 0 i) uploaded by DOAA Admin
Uploaded
Date

Agenda -December 5 2018 017282018

Your status now reflects “Started” and you may make changes to the uploaded files.

Verify Below
Generic Collection System

Entity Name:  &ppling Gounty Board of Education
This new new awesome system is a seoure file transfer system alowing you fo safely transfer files 1 the Depariment of Audits

and Accounts. You can snter the system and upload s many flss 33 nesdad through out the courss of 2 year. When you ars
ready piease elick the coniinus butien o prace=d to the upload screen.

My Upicaded Files DOAA Shared Files

1 fles(s) uploaded by exdernal user 0 fe(s) uploaded by DOAA Admin
File Name Tags

Agenda December 5 2018 pdf Financial Statement

Confim Files and Complete Submission

15. Clicking on “Help” in the top right corner will navigate you to our external website where you may research
other helpful guides on the submission process.

Verify Below
Y | Generic Collection System |
Entity Name:  Audits and Accounts, Department of . " o
Year: 20195 can enter year. When you

continue button to proceed to the upioad screen.
Status: Started

Due Date:  06/3072019

DOAA Shared Files

—

0 fles(s) uploaded by extemal user

0 file(s) uploaded by DOAA Admin




16. You may now click “Exit” at the top right corner. This will take you to the applications home screen.

—@

Verify Below

| Generic Collection System |

Entity Name:  Audits and Accounts, Department of

Year: 2019 S

= e ‘continue button to proceed to the upload screen.

Due Date: 07/012019

You have completed the process. If you need o reset the submission please click the icon next the status on the left hand side.

My Uploaded Files DOAA Shared Files
1 files(s) uploaded by extemal user 0 fie(s) uploaded by DOAA Admin

File Name. Uploaded
Date

0111472019

Agency User Fees FY2016.pdf




